HOW TO VERIFY AND CHECK STUDENT ID DATA IN AIM

1. Login to the AIM system using your AIM login id and password. The AIM login
website is located at https://aim.mt.gov/mtstate/aim.jsp. Please note: You will need to
login separately for each legal entity you are responsible for.

2. Once you are logged in choose MT State Reporting from the following menu:

>

3. Choose MT Extracts

AL
=1 [ MT St

ate Reporting
» Hhalosd

4. Now you will need to choose your school. Select your district from the drop down menu
at the top of the screen.

School | Abzarokee T-2 W | State Edition

5. Extract options should match the following screen
Extract Optiong Select Calendars
Which calendar(=] would you like ta include in the report™
Extract Type i
YRS | Studert Demagraphics . ':3' active year ':::' lizt by school {::' lizt by year
Format State Formati TSV

Calendar 06-0F
Calendar 06-0F
[ Generate Extract ] Calendar 06-07

Staging Calendar

6. Select Generate Extract
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7. You will be prompted to Save the file

O

8. Save the file to a location and name of your choice. If you have multiple legal entities,
you might want to use the following naming standard:
xxxxStudentIDExtract mmddyyyy.tsv
xxxx = the legal entity number
mm = two digit month
dd = two digit day
yyyy = four digit year
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9. If needed, repeat the above process by logging off and back in for each of your legal
entity system accounts.

C O

10. Now you are ready to verify your data and make any necessary corrections.

11. Logoff the AIM system by click on Logoff on the main AIM screen.

C_D

12. Go to the AIM website at www.opi.mt.gov/itprojects/aim.html and select the Training &
Instructions Tab.

13.  Click on the file named Student ID Template and save to a location of your choice.
Once the file has been saved, double-click on the file. The file will open in Excel.

14, Make sure your cursor is in cell A2,
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15. From the Excel menu, choose, Data, Import External Data, Import Data

16.  You will be prompted to Select Data Source

17.  Change the "Files of Type" to All Files

V| [Newiﬂurce... ' I Qpen ]

&l Files ("] v | Ganeel |

18. Browse to the file you saved in step 9 above and click on Open.
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19.  The Text Import Wizard will display. Choose Next
Text Import Wizand - Step 1 of 3

The Text \Wizard has determined that vour data is Delimiked.

If this is carrect, choose Mext, or choose the data bype that best describes your data.%
Criginal data tyvpe

Choose the File bvpe that best describes vour data:

(*)iDn - Characters such as commas or tabs separate each field,
) Fixed width - Fields are aligned in calumns with spaces between each Field,
Skark import at pow; 1 S File arigin: 437 : OEM United States w

Preview of file CHDocuments and SettingsicpS010%, ..\ StudentDemographicsExtract. sy,

FrOl0/18/200e015: 16 050OMT1. 0
FDO02E101017&E259052C102880%8 orens onOAngel alNicoleOOFOL1E F22 S 19941
FDO02e101064424234052C106E 70Gardine rOKobydLewiOOMO0E #1171 23300050
EDO0S61010672E2250052C105330Chandl erOEnmal atharineOOFO07 /02133
EDO0Se10102324440052C1062 50NeierOlorgandNicoled0FO06 /02 /2001000

-~ |-'.-| |.n- |r...1 |N ||—-

¥

Gext e ] [) Einish

20. Make sure Tab is checked and choose Next again.

>
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21. Click on Finish

22.  Click on OK to put the data into the existing worksheet.

>

23.  Your data should now be loaded into Excel. From this point you can sort the data by last
name and double-check all data elements. If you find errors in the data, you should correct the
data in your student information system and then upload the data back into the AIM system.
This ensures the data is correct in both systems and avoids you having to maintain the data in
your district's information system and the AIM system. Be sure to save your file.

If you manually entered each record into the system, you can make your changes directly in the
AIM system. Please follow the directions located in the Manual Entry Student ID Directions
file which can be found under the TRAINING & INSTRUCTIONS tab on the AIM website at
www.opi.mt.gov/itprojects/aim.html.

24, If you have questions about this process, please contact Dave Nagel at dnagel@mt.gov or
444-1641.
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